
55

Transaction Specialists’ 
Educational Forum

Presented By: Nastassja Johnson

Contact: TSEF@sco.ca.gov 

Office of State Controller Malia M. Cohen 

December 4, 2025

mailto:TSEF@sco.ca.gov


77

SCO Mainframe: Password to Passphrase
Presenter: William Nguyen
Contact: pmo@sco.ca.gov

Purpose: Notify external agencies of upcoming changes to Mainframe login 
requirements due to the transition from 8-character passwords to passphrases

• Project Information
o Objective: Align with the California's Department of Technology's passphrase mandate 

by converting all Mainframe users to passphrases and reducing the Information 
Security Office (ISO) Help Desk passphrase-reset calls

o Benefits: The z/Pass self-service web tool (internal/external) allows users to unlock 
accounts and reset passphrase, reducing ISO workload and resource costs

• Project Status / Progress
o The technical Team deployed the z/Pass web tool on September 30, 2025.
o The SCO Project Management Office established a wave-based rollout plan identifying 

when each agency can begin passphrase conversion.
 Full external agency rollout is scheduled for January-March 2026

o Organization Change Management will launch wave-based communications, including 
awareness, reminder, call to action, and follow up notices. The specific timeline, 
z/Pass tool link, and Quick Guide link will be provided in the notices.

mailto:pmo@sco.ca.gov
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Lump Sum Updates

• New 2026 Limits
• Secure Act, Section 603 Review
• New Form Review/Reminders
• Common Errors To Date
• FAQs and Resources



2026 Contribution Limits increased on 
November 13, 2025:



SECURE ACT:
Section 603

Effective January 1, 2026

Age Based Catch-up only
• Age 50+
• Age 60 to 63

Impacts high earners
• $150K in Social Security taxable 

wages in the PRIOR tax year (cost of 
living increase from 145k on 11/13/25)

• Safety does not pay into Social 
Security

• Not aggregate across employers
• Lump Sum is included in this total



2025
Your Social Security Taxable 
Wages Include:
1. Salary
2. Cash Out Amount
3. Any Contributions - including 
Lump Sum
Did you exceed $150K?

2026

Can I do pre-tax age- 
based catch-up?

The answer is in the PRIOR tax 
year



Worksheet



Election Form 
Instructions



Ready For 
The Form?



Lump Sum Separation Pay Contribution 
Election Form

• Important reminders
• 5 workday rule
• Irrevocable
• Keep a copy for records

• Section 1
• Complete all sections
• Include PERSONAL 

contact information



Section 2: Current Year/IRS Limit
• Captures CURRENT YEAR election up to the IRS STANDARD LIMIT

• Enter AMOUNT OR MAX

• Indicate priority of election



Section 3: CURRENT year/Catch-up

• Captures the CURRENT year Catch-Up election
• Enter AMOUNT OR MAX
• Indicate priority of election



Section 4: 
SECOND tax 
year/IRS Limit

• Optional: For employees separating Nov 1 thru Dec 31
• 2 PAR Packages now required
• Captures SECOND TAX YEAR election up to the IRS 

STANDARD LIMIT
• Enter AMOUNT OR MAX
• Indicate priority of election



Section 5: 
SECOND 
year/Catch-up

• Captures the SECOND year Catch-Up 
election

• Enter AMOUNT OR MAX

• Indicate priority of election



SECTION 6:
Sign & Date
•Read Disclosures

•Sign and date the form

•Attach TCU Approval letter

•Make a copy

•Submit to HR

•CA Labor Code 201(b) and 202(b)
•Aka: 5 Workday Rule



FAQs and 
Resources
• Use the New Form

• Timing of deposit

• Resources
• Savingsplusnow.com/lumpsum
• Savings Plus Solution Center
• HR Office Support: 

Leaverollover@calhr.ca.gov
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Statewide Civil Service Audits Program 
Presenter: Tommy Fong

Contact: Statewide Customer Contact Center (916) 372-7200
Lump Sum Effective Dates and Deadlines: Payroll Letter 25-015

• Personnel Action Request (PAR) Package Dates for November and December Separations 
o When separating November 1-15, 2025 

 1st PAR must be received at SCO by 11/21/25  
 2nd PAR (if applicable) must be received at SCO between 12/16/25 to 12/24/25 

o When separating November 16-30, 2025  
 1st PAR must be received at SCO by 12/02/25 
 2nd PAR (if applicable) must be received at SCO between 12/16/25 to 12/24/25  

o When separating December 1-31, 2025  
 1st PAR must be received at SCO by 12/12/25  
 2nd PAR (if applicable) must be received at SCO between 12/29/25 to 01/09/26 

• For Second Tax Year with no first tax year, follow the dates for 2nd PAR.
• Please do not submit Lump Sum PAR Packages before the dates shown above.
• Please Contact the SCCC for questions on the submission dates.

https://www.sco.ca.gov/ccc_calltree.html
https://www.sco.ca.gov/Files-PPSD-Letters/Payr/2025_p25-015.pdf
https://www.sco.ca.gov/Files-PPSD-Letters/Payr/2025_p25-015.pdf
https://www.sco.ca.gov/Files-PPSD-Letters/Payr/2025_p25-015.pdf
https://www.sco.ca.gov/ccc_calltree.html
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Statewide Civil Service Audits Program 
Presenter: Tommy Fong

Contact: Statewide Customer Contact Center (916) 372-7200

https://www.sco.ca.gov/ccc_calltree.html
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Statewide Civil Service Audits Program 
Presenter: Tommy Fong

Contact: Statewide Customer Contact Center (916) 372-7200
Reminders:

• PAR Item 962: Separation Pay at Alternate Salary Rate (PAM 2.149; PPM Section B 008) 
o Pay Differential Established Earnings (EID), Shift Differential (SD): In Line 10 enter all 

pay differentials and amounts that are used to calculate the employee’s (EE) 
alternate salary rate. For example: $8,936 (base pay) + $228.08 (L8SP2) + $433.31 
(Shift Diff) All EID and SD sources must be verified by SCO.

o If the time in PAR item 620 or 625 hundreds ends in two digits, SCO recommends to 
round down to show one digit. 
 EX: PAR item 620: 99 720 65
 Your 962 should look like this: 08950.00-2-99-720.6
 SCO Payroll will manually issue adjustment to the time to be paid.

https://www.sco.ca.gov/ccc_calltree.html
https://www.sco.ca.gov/ppsd_pam.html
https://www.sco.ca.gov/ppsd_ppm.html
https://www.sco.ca.gov/ppsd_ppm.html
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Statewide Civil Service Audits Program 
Presenter: Tommy Fong

Contact: Statewide Customer Contact Center (916) 372-7200

Reminders Continued:

• If the employee is deferring into two tax years:
o On the 1st PAR (current tax year), complete Item 620 (lump sum vacation) with 

time needed to process the EE’s request for the 1st tax year. 
 Note: Complete Item 625 lump sum extra ONLY after all time in Item 620 is used 

and more time is needed to cover the EE’s request.
o On the 2nd PAR (next tax year), enter the TOTAL accrued leave in Items 620 and 

625 (this TOTAL will reflect what is to be paid out across both tax years).
• The most current Election Form must be submitted with the lump sum package. No other 

versions will be accepted.
• To prevent overpayment of the regular pay (item 606) for the employee. SCO highly 

recommends that the agency key the S70 for regular pay before submitting the lump sum 
package to SCO through ConnectHR.

• If you would like regular pay to issue with your lump sum payment for the current tax year. 
Please mark “Pay IMMED. PAR ITEM 615.”

https://www.sco.ca.gov/ccc_calltree.html
https://www.savingsplusnow.com/rsc-preauth/index.html
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Statewide Garnishment Program 
Presenter: LaTreese Menefee

Contact: Statewide Customer Contact Center (916) 372-7200

Garnishments and Lump Sum Payments

o Garnishments will be applied to all payments for which there are sufficient 
wages with the following exceptions.

o Payment Type 3 - Lump Sum Overtime 4 - Lump Sum Vacation 5 - Lump Sum 
Sick Leave An Earnings Withholding Order for an ordinary money judgment 
(deduction code 339-007) and/or a Defaulted Student Loan (deduction code 
339-008) are exempt and will not be withheld from the following lump sum 
payment. 

o Payment Type 4 - Lump Sum Vacation
o For example, if an employee requests a Savings Plus deferral of $5,000 per 

pay period and has a $500 garnishment, the garnishment will be deducted 
from the deferral amount. 

o Therefore, the deferral will be $4,500. 
 Calculation: $5,000 (deferral) - $500 (garnishment) = $4,500 (deferral 

into account).

https://www.sco.ca.gov/ccc_calltree.html
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Statewide Civil Service Payroll Program 
Presenter: Christina Campbell/LaTreese Menefee

Contact: Statewide Customer Contact Center (916) 372-7200

Lump Sum Payroll Reminders:

• If an employee is deferring into two (2) tax years: 
1. First Tax Year PAR: Do not write "all time" on the first tax year PAR. Writing 

"all time" will lead the SCO payroll team to process the request as stated. 
2. Second Tax Year PAR: On the second PAR (for the next tax year), enter the 

TOTAL accrued leave in Items 620 and 625. This total should reflect what is 
to be paid out across both tax years. 

3. Check Universal Email Box: Please check your department’s universal email 
box regularly in case a payroll subject matter expert (SME) requires 
additional information. Failure to respond within two (2) business days will 
result in the cancellation of the PAR package. 

4. Lump Sum PAR Processing: Lump sum PAR packages are first reviewed by 
civil service (CS) Audits and then forwarded to CS Payroll, once the PAR has 
been keyed the pay will issue with the deferral.

https://www.sco.ca.gov/ccc_calltree.html
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Statewide Civil Service Payroll Program 
Presenter: Christina Campbell/LaTreese Menefee

Contact: Statewide Customer Contact Center (916) 372-7200

Lump Sum Payroll Reminders Continued:

• Do not re-deposit lump sum payments for the following reasons:

o If HR did not key the Employee Action Request (EAR) before submitting the PAR 
package to the SCO.

o If HR wrote "all time" in items 620/625.
• If the HR office encounters a pay issue and suspects an error, promptly contact the SCCC 

Payroll team for assistance. 
Lastly:
• It is crucial to submit clear and legible PARS/STD.674 forms to the SCO. Always use only 

black or blue ink to complete these documents. Ensure all contact information is current 
and accurate.

• Adhering to these guidelines is essential to avoid your agency receiving a PR250/Ding 
notice. 

• Do not contact the SCO Retirement Program regarding lump sum payroll deferrals or 
PARS.

https://www.sco.ca.gov/ccc_calltree.html
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Statewide CS Audits/Payroll Program 
Presenter: Christina Campbell/Tommy Fong

Contact: Statewide Customer Contact Center (916) 372-7200

When Should I call SCO?
• For PAR documentation and processing: Select #2 for Civil Service, and then 

#2 for Civil Service Audits.
o Example: If your PAR is keyed and it is out of service or there is an incorrect 

lump sum dollar amount on the PAR.

• For Payroll: Select #2 for Civil Service, then #4 for Payroll, and then #1 for 
General Payroll Questions.
o Example: If the employee elected to defer lump sum contributions but the 

deferral deductions are missing from the lump sum payments.

Refer to the CS Weekly Processing Dates on the SCO website to monitor the dates 
of PAR packages currently being processed. Please do not call inquiring about your 
Lump Sum PAR Package unless it has passed the weekly processing date.

https://www.sco.ca.gov/ccc_calltree.html
https://www.sco.ca.gov/ppsd_state_hr_whats_new.html
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About the Benefits Division

OUR MISSION
We administer benefits through stakeholder 
collaboration that empowers strategic partners to 
attract, retain and enhance the wellbeing of the 
State of California workforce.

OUR VISION
A thriving State of California workforce that is 
empowered by high-quality, comprehensive and 
competitive benefit options to lead healthy, secure 
and prosperous lives.
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Vision Dental Health Authorization (VDHA)
Presenter: Susan Garrett
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Vision Dental Health Authorization (VDHA) Updates

Presenter: Susan Garrett
Email: VisionDentalHealth.Authorization@calhr.ca.gov

• The Vision Dental Authorization (VDA) list, previously housed in SharePoint, has been 
decommissioned and replaced with the Vision Dental Health Authorization (VDHA) list in the 
Family Connect Portal (FCP). 

• VDHA is a list of departmental personnel and CalPERS health benefit officers who are authorized 
to speak directly to vision, dental and health benefit carriers to make changes to employees’, 
retirees’ and their dependents’ state sponsored benefits.

• Department Admins are automatically added to the VDHA list.

mailto:VisionDentalHealth.Authorization@calhr.ca.gov
https://fcp.calhr.ca.gov/
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Vision Dental Health Authorization (VDHA) Updates

Presenter: Susan Garrett
Email: VisionDentalHealth.Authorization@calhr.ca.gov

• Effective November 19, 2025, through December 19, 2025, Department Admins must assign the 
VDHA user role to existing Department Users as appropriate. 

– Department Admins will be required to manage all VDHA accounts by approving and removing access 
for their respective agency code(s).

• Resources for this update will be available on the DRV Benefits Administration Manual (BAM).

• Please contact the email listed above on this slide for questions and assistance.

mailto:VisionDentalHealth.Authorization@calhr.ca.gov
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Vision Dental Health Authorization (VDHA) Demonstration

Presenter: Susan Garrett
Email: VisionDentalHealth.Authorization@calhr.ca.gov

• Roles in FCP
– Department Admins

• Approve departmental personnel office’s VDHA user accounts
• Add VDHA access to existing FCP Department Users.

– VDHA Users 
• View their contact information on the Manage Users report.
• Provide their Unique ID in order to speak to the carriers.

mailto:VisionDentalHealth.Authorization@calhr.ca.gov
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Vision Dental Health Authorization (VDHA) Demonstration

Presenter: Susan Garrett
Email: VisionDentalHealth.Authorization@calhr.ca.gov

• Today we’re conducting a live demo. Our goal is to give you the information that you need to take 
action.

• Family Connect Portal

mailto:VisionDentalHealth.Authorization@calhr.ca.gov
https://fcp.calhr.ca.gov/
https://fcp.calhr.ca.gov/
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Resources – CalHR Benefits Webpages

• Benefits Website
• State HR Professionals
• State HR Professionals Benefits Toolkit
• State HR Professionals OE Resources
• HR Manual
• Open Enrollment
• CalPERS Open Enrollment for Active 

Members
• Virtual Library
• Benefits Calculator
• State Employees

• Health
• Dental
• Vision
• Insurance Benefits
• Consolidated Benefits (CoBen)
• FlexElect Reimbursement Account
• Life Insurance for Excluded Employees
• Group Legal Services
• Group Long-Term Disability Insurance (LTD) –

Excluded Employees Only
• Work Resources
• Engagement Resources

http://benefits.calhr.ca.gov/
http://benefits.calhr.ca.gov/
https://benefits.calhr.ca.gov/state-hr-professionals/
https://benefits.calhr.ca.gov/state-hr-professionals/
https://benefits.calhr.ca.gov/state-hr-professionals/benefits-toolkit/
https://benefits.calhr.ca.gov/state-hr-professionals/benefits-toolkit/
https://benefits.calhr.ca.gov/state-hr-professionals/open-enrollment-resources/
https://benefits.calhr.ca.gov/state-hr-professionals/open-enrollment-resources/
http://hrmanual.calhr.ca.gov/Home/ManualItem
http://hrmanual.calhr.ca.gov/Home/ManualItem
https://benefits.calhr.ca.gov/open-enrollment/
https://benefits.calhr.ca.gov/open-enrollment/
https://www.calpers.ca.gov/page/active-members/health-benefits/open-enrollment
https://www.calpers.ca.gov/page/active-members/health-benefits/open-enrollment
https://www.calpers.ca.gov/page/active-members/health-benefits/open-enrollment
https://benefits.calhr.ca.gov/open-enrollment/virtual-library/
https://benefits.calhr.ca.gov/open-enrollment/virtual-library/
https://benefits.calhr.ca.gov/calhr-benefits-calculator/
https://benefits.calhr.ca.gov/calhr-benefits-calculator/
https://benefits.calhr.ca.gov/state-employees/
https://benefits.calhr.ca.gov/state-employees/
https://benefits.calhr.ca.gov/state-employees/general-benefits/health/
https://benefits.calhr.ca.gov/state-employees/general-benefits/health/
https://benefits.calhr.ca.gov/state-employees/general-benefits/dental/
https://benefits.calhr.ca.gov/state-employees/general-benefits/dental/
https://benefits.calhr.ca.gov/state-employees/general-benefits/vision/
https://benefits.calhr.ca.gov/state-employees/general-benefits/vision/
https://benefits.calhr.ca.gov/state-employees/insurance/
https://benefits.calhr.ca.gov/state-employees/insurance/
https://benefits.calhr.ca.gov/state-employees/general-benefits/consolidated-benefits-coben/
https://benefits.calhr.ca.gov/state-employees/general-benefits/consolidated-benefits-coben/
https://benefits.calhr.ca.gov/state-employees/general-benefits/consolidated-benefits-coben/
https://benefits.calhr.ca.gov/state-employees/general-benefits/consolidated-benefits-coben/
https://benefits.calhr.ca.gov/state-employees/general-benefits/flexelect-reimbursement-accounts/
https://benefits.calhr.ca.gov/state-employees/general-benefits/flexelect-reimbursement-accounts/
https://benefits.calhr.ca.gov/state-employees/insurance/basic-group-term-life-insurance/
https://benefits.calhr.ca.gov/state-employees/insurance/basic-group-term-life-insurance/
https://benefits.calhr.ca.gov/state-employees/insurance/group-legal-services/
https://benefits.calhr.ca.gov/state-employees/insurance/group-legal-services/
https://benefits.calhr.ca.gov/state-employees/insurance/group-long-term-disability/
https://benefits.calhr.ca.gov/state-employees/insurance/group-long-term-disability/
https://benefits.calhr.ca.gov/state-employees/insurance/group-long-term-disability/
https://benefits.calhr.ca.gov/state-employees/insurance/group-long-term-disability/
https://benefits.calhr.ca.gov/state-employees/insurance/group-long-term-disability/
https://benefits.calhr.ca.gov/state-employees/insurance/group-long-term-disability/
https://benefits.calhr.ca.gov/state-employees/work-resources/
https://benefits.calhr.ca.gov/state-employees/work-resources/
https://benefits.calhr.ca.gov/state-employees/engagement-resources/
https://benefits.calhr.ca.gov/state-employees/engagement-resources/
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Resources – CalHR Benefits Contacts

• ACA Program ACA.Policy@calhr.ca.gov
• BAM Training BenefitsInquiries@calhr.ca.gov 
• COBRA COBRA@calhr.ca.gov 
• Dental Program dental@calhr.ca.gov
• Dependent Re-verification (DRV) Program 

DRV@calhr.ca.gov
• FlexElect Program FlexElect@calhr.ca.gov 
• CoBen Program CoBen@calhr.ca.gov 
• Group Legal Grouplegal@calhr.ca.gov 
• Life Insurance LifeInsurance@calhr.ca.gov 
• Long-Term Disability LTD@calhr.ca.gov

• Third Party Pre-Tax Parking Reimbursement 
Account Pre-TaxParking@calhr.ca.gov 

• Vision/Dental Authorization Portal 
VisionDental.Authorization@calhr.ca.gov 

• Vision Program vision@calhr.ca.gov 
• Open Enrollment 

OpenEnrollment@calhr.ca.gov 
• General Questions 

BenefitsInquiries@calhr.ca.gov 

mailto:ACA.Policy@calhr.ca.gov
mailto:BenefitsInquiries@calhr.ca.gov
mailto:COBRA@calhr.ca.gov
mailto:dental@calhr.ca.gov
mailto:DRV@calhr.ca.gov
mailto:FlexElect@calhr.ca.gov
mailto:CoBen@calhr.ca.gov
mailto:Grouplegal@calhr.ca.gov
mailto:LifeInsurance@calhr.ca.gov
mailto:LTD@calhr.ca.gov
mailto:Pre-TaxParking@calhr.ca.gov
mailto:Pre-TaxParking@calhr.ca.gov
mailto:Pre-TaxParking@calhr.ca.gov
mailto:VisionDental.Authorization@calhr.ca.gov
mailto:vision@calhr.ca.gov
mailto:OpenEnrollment@calhr.ca.gov
mailto:BenefitsInquiries@calhr.ca.gov
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SCOConnect: Cal Employee Connect/ConnectHR
Presenter: Mason Duarte

Contact: ConnectHRHelp@sco.ca.gov

ConnectHR: 
Garnishment Feature

mailto:ConnectHRHelp@sco.ca.gov
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SCOConnect: Cal Employee Connect/ConnectHR
Contact: ConnectHRHelp@sco.ca.gov

Find an Employee:

After logging into ConnectHR, the next step is to search for the employee you wish to 
establish a Garnishment for. To do this, navigate to the "Employee Search" feature.

mailto:ConnectHRHelp@sco.ca.gov
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SCOConnect: Cal Employee Connect/ConnectHR
Contact: ConnectHRHelp@sco.ca.gov

Within the "Employee Search" section, select a search option from the dropdown.

The search will produce an employee record. Click anywhere on the record that is to the right 
of the left most feature icons.

mailto:ConnectHRHelp@sco.ca.gov
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SCOConnect: Cal Employee Connect/ConnectHR
Contact: ConnectHRHelp@sco.ca.gov

After selecting an employee's record, ConnectHR will display an "Employee Detail" screen. 
Within the bottom right corner of the "Employee Detail" screen, the Garnishment feature will be 
listed within the "HR Operations" dropdown.

mailto:ConnectHRHelp@sco.ca.gov
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SCOConnect: Cal Employee Connect/ConnectHR
Contact: ConnectHRHelp@sco.ca.gov

“Add” Garnishment:

The electronic Garnishment form currently provides a dropdown with options to indicate if the 
operation is an Add or Cancel. For the Garnishment setup the “Add” option should be selected. 

mailto:ConnectHRHelp@sco.ca.gov
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SCOConnect: Cal Employee Connect/ConnectHR
Contact: ConnectHRHelp@sco.ca.gov

After indicating the “Add” option within the form. A new dropdown will be provided to select the 
Garnishment type within “step 1” of the form. 

mailto:ConnectHRHelp@sco.ca.gov
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SCOConnect: Cal Employee Connect/ConnectHR
Contact: ConnectHRHelp@sco.ca.gov

“Step 2” of the Garnishment “Add” option contains all required form fields. 

If more information on a section is needed, the "i" information icon can be clicked next to each 
section.

mailto:ConnectHRHelp@sco.ca.gov
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SCOConnect: Cal Employee Connect/ConnectHR
Contact: ConnectHRHelp@sco.ca.gov

If applicable a section for the optional Garnishment fields will be included. 

Please check and confirm the address listed within "Payee Address Preview" matches the 
Garnishment. This field is based on the selected Garnishment from the "Step 1" dropdown 
and may require manual keying. After reviewing all fields, click "Submit Garnishment" at the 
bottom of the form.

mailto:ConnectHRHelp@sco.ca.gov
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SCOConnect: Cal Employee Connect/ConnectHR
Contact: ConnectHRHelp@sco.ca.gov

A Garnishment Confirmation window will allow an additional opportunity to review the keyed 
information.

After submitting, the ConnectHR user will receive a confirmation email.

mailto:ConnectHRHelp@sco.ca.gov
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SCOConnect: Cal Employee Connect/ConnectHR
Contact: ConnectHRHelp@sco.ca.gov

“Cancel” Garnishment:

The cancelation of a Garnishment can be done via the “Cancel” option within the first 
dropdown. 

mailto:ConnectHRHelp@sco.ca.gov
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SCOConnect: Cal Employee Connect/ConnectHR
Contact: ConnectHRHelp@sco.ca.gov

The “Step 2” section of the “Cancel” option within the electronic Garnishment form will list out 
all currently active Garnishments for the selected employee. To cancel a garnishment, click on 
the desired Garnishment and click the “Submit Cancellation” button.

mailto:ConnectHRHelp@sco.ca.gov
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SCOConnect: Cal Employee Connect/ConnectHR
Contact: ConnectHRHelp@sco.ca.gov

Upcoming Feature Update - “Modification” Garnishment:

The modification of a Garnishment is an upcoming feature update.

mailto:ConnectHRHelp@sco.ca.gov
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SCOConnect: Cal Employee Connect/ConnectHR
Contact: ConnectHRHelp@sco.ca.gov

The selection of the “Modify” option will list out all currently active Garnishments for the 
selected employee. To submit a modification, click on the desired Garnishment and 
ConnectHR will list out the Garnishment fields that are subject to modification.

mailto:ConnectHRHelp@sco.ca.gov
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PPSD General Reminders

When you reconcile payroll, check that these details are correct: 

• Withholdings and deductions

• Employer taxes

• Hours worked, including overtime, vacation time, sick days, etc. 

• Wages and salaries 

Make sure the numbers recorded are reasonable. Look at past payrolls to see if 
current pay period is similar. If there is a large difference, learn the cause. Then, 
make sure each transaction you entered is correct. 

Resource: Payroll Procedures Manual (PPM) Section M 

https://www.sco.ca.gov/ppsd_ppm.html
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PPSD General Reminders

• Utilize ConnectHR to submit documents or upload data

• Please do not email forms that include employees’ social security number (SSN) to 
the ConnectHR Team. All attachments containing SSNs are automatically deleted. 

• Check Weekly Processing Dates before utilizing the Escalation Email process

• Update California Personnel Office Directory (CPOD)

• All HR Offices must promptly address all email messages that come through their 
Departmental Universal Email established with SCO (e.g., Ding Notices, 
ConnectHR Direct Deposit Feature – Approval Required, etc.) 

• The PPSD Register – PPSD’s Monthly Newsletter

• Check out our recommended Human Resources subscriptions

• HR offices calling the Statewide Customer Contact Center (916) 372-7200 must 
listen to the prompts carefully and patiently to select the appropriate program area 
who may best assist with their inquiry.

• Share this information with your Human Resources Team!

https://www.sco.ca.gov/ppsd_state_hr_whats_new.html
https://www.sco.ca.gov/ppsd_escalation_email_instructions.html
https://www.sco.ca.gov/ppsd_cpod.html
https://www.sco.ca.gov/ppsd_the_ppsd_register.html
https://sco.ca.gov/ppsd_subcriptions.html
https://www.sco.ca.gov/ccc_calltree.html
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Helpful Resources

State Controller’s Office:
• SCO Website
• Library and Resources - Communication. Manuals/Guides/Toolkits. Forms. FAQs.
• Personnel Action Manual (PAM)
• Payroll Procedures Manual (PPM)
• Statewide Customer Contact Center (SCCC)

CalHR:
• CalHR Website
• Contact CalHR
• Human Resources Professionals
• Benefits Website

CalPERS:
• CalPERS Website
• Circular Letters
• my|CalPERS
• State Reference Guide (PDF) 
• CalPERS Email Subscriptions

When in doubt, ask your Supervisor or Manager for guidance!

https://www.sco.ca.gov/
https://www.sco.ca.gov/
https://www.sco.ca.gov/ppsd_state_hr_resources.html
https://www.sco.ca.gov/ppsd_state_hr_resources.html
https://sco.ca.gov/ppsd_pam.html
https://sco.ca.gov/ppsd_pam.html
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SCO Contacts

Web Resources:
• HR Personnel | Webpage
• State Employees | Webpage

Contacts:
• Affordable Care Act (ACA) | Contact Email
• Cal Employee Connect (CEC) | Help and Feedback
• ConnectHR | Help and Feedback
• California Leave Accounting System (CLAS) | Contact Email
• Civil Service Escalation Email (HR Supervisors and Managers) | Contact Email
• Decentralized Security Administration & ViewDirect Access | Contact Email  
• PPSD HR suggestions (All HR Staff) | Contact Email
• Management Information Retrieval System (MIRS) | Contact Email 

https://sco.ca.gov/ppsd_state_hr.html
https://sco.ca.gov/ppsd_se_payroll.html
mailto:acasupport@sco.ca.gov
https://connect.sco.ca.gov/help
https://connecthr.sco.ca.gov/help
mailto:CLAS@sco.ca.gov
mailto:PPSDOps@sco.ca.gov
mailto:DSA@sco.ca.gov
mailto:PPSDHRSuggestions@sco.ca.gov
mailto:PPSDMIRS@sco.ca.gov
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